5 U.S. MARINE CORPS
| CIVILIAN HUMAN RESOURCES OFFICE
I Camp Smedley D. Butler, Okinawa

H° http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/ MLCIHAAnnouncements.aspx

% Announcement No. 45-15 Date: 31 Jul 15
l POSITION VACANCY ANNOUNCEMENT

° Eligible employees who are interested in being considered for the following vacant position(s) should submit the required documents listed
|

o below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the

H closing date, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only

‘T individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370.

ﬂ° *** PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCPETED ***
“"% For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO.
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U: A —)VIFAX TOIGEIIZITT TR Y £/ A. Foster DR 72051 Air Force/Navy HRO [ZHEH T &S W,

U% PWO #: 071 Position title: Office Automation Clerk, #605, BWT-1, Grade-3

- | MLC F/T Limited Term

L (NTE: 23 Mar 16)
[ Organization: G-1 Division, Manpower Branch, Personnel Section

‘T Area of consideration ZEAE#H: Closing date: (#&HHIFR)

ﬂ% Okinawa Wide (MLC/IHAs employed in Okinawa) 4 Aug 15
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I Summary of duties: Maintain the MCB/MCIPAC Sponsorship program by issuing sponsor assignment ]
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

Number of position(s): 1 Location: Camp Foster

H orders, sponsorship assignment, perform sponsorship tracking by maintaining the sponsorship database,
[ maintain, monitor, issue, and email welcome aboard packages to inbound personnel. Obtain BIO for

H incoming officers. Prepare Non-Funded TAD and Invitational Orders. Track status of MedEvac or

ﬂ° emergency leave Marines; create and / or track MedEvac, emergency leave and student travel orders.

i Perform general office automation duties requiring knowledge of general office automation hardware

W’ and software applications. Duties include word processing and may also include other software such as
i spreadsheets, databases, graphics, electronic mail, calendars and similar packages. The work requires
skills in operating a personal computer; computer terminal linked to a mainframe or local network, and
related equipment such as printers, copier/scanner and telephone modems.

Qualification Requirements &5

1. Must have the ability to speak, read, and write English at LAD-2 or above proficiency level.

2. Must have the ability to use personal computers, to include spreadsheets, word processing and
e-mail applications.

3. Must have a clerical or administrative work experience.

Required documents HEEENE
1. MCIPAC/CHRO/MLC-THA 12300/2(Rev 4/14) & Questionnaire | 1- MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & iz
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